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How to Create a 13F XML Information Table using Excel 2010 or 2007
Created by Filer Technical Support

structions have been written to help filers prepare and process files electronically. These instructions are

provided as general guidance and should not be relied upon as definitive or a substitute for the information provided in
the EDGAR Filer Manual. Instructions for Filing Form 13F begin on page 9-74 of the EDGAR Filer Manual (Volume I1).

Please follow these steps:

Step I. Prepare your Table in Excel
Name of Issuer Title of Class CusipNo.  Value (x$1000) Shrs orPrn Amt SH_PRN Put_Call Invt Discretion OtherMgrs Sole Shared  None

123 Co Ccom 00206R102 4467000 126200 SH  Put SOLE 2 0 0 126,200
ABC Inc COM SER A r 030420103 7254000 175950 PRN  Put DENF 1,3456,13 79200 O 96,750
DEFG Corp SHS CLASS A ADDED  03076C106 9900000 122400 PRN  Call OTR 156,14 46,700 0 75,700
HUK Partners UNITLTD PARTN f 032511107 8713000 101400 SH  Call SOLE 15 47050 O 54,350
LMNO Tech Corp COM ADDED f 037833100 28471000 71800 SH Gl DFNF 156,16 49,100 0 22,700
PQRST Partners LTD  SPONSORED ADR f 073302101 7999000 126800 PRN  Put OTR 1,3456,17 48750 0 78,050
UVW Cap LP UNIT LTD f 084670702 8226000 73500 PRN  Put SOLE 18 34700 0O 38,800
XYZ Series Trust S&P BIOTECH 110122108 938000 21000 SH  Put OTR 1,34,56,19 21,000 O 21,000

Please follow these rules when preparing vour table:

You must have 12 columns (No blank rows above and below your table or blank columns inserted into your
table).

Header information must be on one row (for example, Name of Issuer, Title of Class, Investment Discretion, etc.)
The CUSIP cannot be more than 9 characters.

Make sure columns with values do not have decimals. Sometimes in Excel the value that appears in a cell
displays as a whole number but is still stored as decimals. This is evident when you look at the formula bar at the
top of the spread sheet. If the formula bar is showing decimal values, the validation will fail in EDGAR. You will
need to correct this by re-typing the numbers.
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The only acceptable values for Investment Discretion are SOLE, DFND, and OTR and must be capitalized.

The SH/PRN type can only have a value of SH or PRN and must be capitalized.

The Put/Call column can be left blank if there is no value; however, if you are entering a value the only
acceptable values are Put and Call. The first letter must be capitalized. The other letters in may be in lowercase.
The Other Managers field can be left blank if there is no value. If you are entering more than one number, use
commas to separate the values (e.g. 1,10,23).

The Sole, Shared, and None fields cannot be blank. If there is no value, you must enter a zero (0).

Remember: As stated above, the only columns that do not require a value are Put/Call and Other Managers. Every row with

an issuer must have a value in all of the other columns.

Note: If you are uncertain of the values for certain fields, please consult the 13F FAQ available from sec.gov or contact

the SEC Division of Investment Management Chief Counsels Office at 202-551-6825.
1|Page
Created by LW


http://sec.gov/info/edgar/edmanuals.htm
http://www.sec.gov/divisions/investment/13ffaq.htm

Step Il. Save the Schema Files to Your Computer

The files you will need are contained in a zip file on the sec website (http://www.sec.gov/info/edgar.shtml). You will

need to save this file to a single folder and extract all the files to that folder.

Please follow these instructions:

1. Click on the link to save the zip file to download the EDGAR Form 13F XML Technical Specification (Version 1)

(This is a compressed folder.)
2. Click on Save and select the folder destination for the file. Select Save again.
3. Open the folder, right click on the file and select option Extract All.

4. Select the option Extract.

A folder will be created that contains the following files.

css INFO-TABLE_X01.xs|
mges | ¢ Sample13F-HR.xml
&3 13F_X01.xs
=L EDGAR Form 13 F XML Technical Specification.pdf = Sample13F-HRA.xml
gis_13F Filer.xsd L SampIeBF—NT.me
gis_13FDocument.xsd 2 | |
gis_Common.xsd Sample13F-NTA.xm
els_stateCodes.xsd ¥ SampleInfoTable.xml

Note: The method for extracting the files to a folder may vary depending on the zip software you have.

Step lll. Enable the Developer Tab in Excel

Reminder: We cannot assist with all aspects of Excel. If you are unfamiliar with Excel, you may need to consult with in-house resources for

assistance.

Excel 2010

If are using Excel 2010, follow these steps:

Click on File.

Click on Options.

Click on Customize Ribbon.

Click (Check) “Developer” to enable the tab.
Click OK.
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http://www.sec.gov/info/edgar/specifications/form13fxmltechspec1.zip

Excel 2007

If you are using Excel 2007, please follow these steps:
.-r.n

Step IV. Mapping Your Excel File

1. With your spreadsheet open, click on the Developer tab.

In Excel 2007, click on the Office button Y to open the drop down menu.
Click on the Excel Options button located at the bottom of the menu to open the Excel Options dialog box.

Click on the Show Developer tab in the ribbon located in the right hand window of the open dialog box.

1.
2.
3. Click on the Popular option at the top of the left hand window of the open dialog box.
4,
5. Click OK.
6. The Developer tab should now be visible in the ribbon.
Excel Options
Popular . .
. _3 Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toalbar on selection i
Enable Live Preview i
Advanced
Show Developer tab in the Ribbon
Customize Color scheme: | Blue B
Add-Ins SereenTip style: | Show feature descriptions in ScreenTips EI
Trust Center Create lists for use in sorts and fill sequences: | Edit Custom Lists..
Resources

2. Click on Source located on the Developer ribbon and XML Maps... which is located in the XML Source Box at the

bottom.
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http://spreadsheets.about.com/od/no/g/office_button.htm

3. The XML Maps window will appear. Click the Add button.

XML Maps (2] = ]
¥ML maps in this workbook:
Marme MNamespace
« [T | F
Rename ] Delete i oK ] [ Cancel ]
. v

4. Go to the folder containing the extracted files, Select the eis_13FDocument file

and click Open.

5. Click OK.

] Select XML Source [ = ]
O~ = ~ [ 43| [ Search 13 Docs P
Organize v New folder B= « 0 @

\Z‘ Micresoft Excel

- Favorites
B Desktop
B8 Downloads

%] Recent Places

| »

Name
is_13F Filerxsd

is_13FDocumentasd

n

) eis_Commonasd

eis_stateCodesxsd

Date modified

2/28/2013 3:39 PM
4/13/2013 8:51 PM
2/28/2013 4:54 PM
9/30/2010 3:07 PM

Type

W3C XML Schem
W2C XML Schen
W3C XML Schen
W3C XML Schem

Ml Desktop
4 Libraries
@ Documents
Jﬁ Music
[E5] Pictures
B8 videos
- 4 m | 3
File name: * | All XML Data Sources (*xml*x ~
. ~
XML Maps (2] = ]

¥ML maps in this workbook:

Name Root

informatiorTable_Map informatio. ..

Mamespace

http:/fwww.sec.govjedgar f[document;thirteenfinformationtable
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6. Click on nsl:informationTable (located at the top line in XML Source box)and the list will be highlighted.
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7. Drag selection in XML Source to cell A1 (Name of Issuer) in the spreadsheet and drop. Once you drop the XML
Source into cell A1, the information table will be highlighted.
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Note: If you receive the following message, click on Match Element Data Here.
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Step V. Export Your Information Table to an XML File

1.

2.
know where the file is being saved."

Click on the Developer tab. Note: If you are using Excel 2003, you will need to Click on Date, XML, Export

Click on Export (on Developer ribbon). Warning: When you export the file, it will be saved as an XML file. Make sure you

This field shows the
directory where the

%l Recent Places

B Desktop
) Libraries
|| Documents

File name:

Select the (] Export XML e file is saved.
m— ——
folder where mnmputy + Local Disk (C) » Users » WILSONL » Deskiop » 13F Docs ) 4+ ][ seor
you want to Organize v New folder = @
save your file (5] Microsoft Bxcel 4 Name Date modified Type Size
3 Ne items match your search.
¢ Favorites
B Desktop
1 Downloads I

Save as type: | XML Files (“xml)

Authors: Wilson, Leslie Tags: Add atag

= Hide Folders

Title: Add atitle

Remember:

EDGARLink Online will not allow you to add an improperly named file. The document file names must be upper or lower case and
no longer than 32 characters in length. The names must start with a letter (a-z) or a number (0-9) and may not contain spaces.

File names may contain any number of periods (.), hyphens (-), and underscore (_) characters but must end with *.xml

extensions.

Step VI. Submit your Filing

1.

Select File Form 13F under Online forms.

Log in to the EDGAR Filing website http://www.edgarfiling.sec.gov

& EDGAR - Windiow: Intemet Expicrer — e e — o e il
G- = s i sesigoa elcome 0 - &[4[ %8 ey B
File Edit View Fevorites Took Help
Frvorts | 55 8) jn &) EDGARLogin @
8- v Pagew Seletye Tockw @
Electronic Data Gathering, Analysis, and Retrieval (EDGAR) =
—
f—y
EDGAR ©
Welcome to EDGAR. We designed EDGAR to provide an electronic filing and company information
management environment for those EDGAR filers and filing agents who file with the SEC under the
Securities Act of 1933, the Securities Exchange Act of 1934, the Public Utility Holding Company Act of
1935, the Trust Indenture Act of 1939, and the Investment Company Act of 1940 (collectively, "Acts").
Login Password Status: Your Password will expire on December 5, 2013.
s e Need Help Gerting
EDGAR Filer News: [Updated: July 22, 2013] Started?

+ Release 13.2:vew On July 22, 2013, EDGAR Release 13.2 was updated as follows:

o A new submission form type, SD ialized Disclosure Report) and its amendment
will be available on EDGARLink Online. Filers may access these form types from the
'EDGARLink Online Form Submission' link on the EDGAR Filing Website.

Additionally, filers may construct XML submissions for these form types by following
the 'EDGARLink Online XML Technical Specification’ document.

© ltems 1.01 (Disclosure in the body of the Specialized Disclosure Report) and 1.02
(Conflict Minerals Report) will be available on EDGARLink Online for submission form
types SD and SD/A. Item 1.02 requires issuers io file the Conflict Minerals Report as
Exhibit 1.02 in official ASCIl or HTML format.

o Form 13H filers can now use the 13H-A form type to satisfy both their annval and fourth-

quarter amendment filing requirements. Filers will be able to submit form type 13H-A as

their anmual (13H-A) and fourth-quarter amendment (13H-Q) submissions.
nission form typ d i er ofchfracleri
e i ¥

AL
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Click here if you need help
navigating this website.
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http://www.edgarfiling.sec.gov/

3. Select the form type from the Type of Filing list and choose Next.
Note:

Select Continue with Saved Form only if you have previously saved an online form on the EDGAR filing website
(http://www.edgarfiling.sec.gov). A saved online form will have an .eis extension (e.g. 13F_Filer.eis).

U.5. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Form 13F

Type of Filing

Make a sehection from the list below indicating the type of filing you wish to submit

& Initial Quarterly Form 13F Holdings Report filed by institutional managers (13F-HR)

Amendment to a Quarterly Form 13F Holdings Report filed by Institutional managers (13F-HR/A)

Initial Quarterly Form 13F Motice Report filed by institutional managers (13F-NT)

w )i Kak f=liks]

Amendment to a Quarterly Form 13F Notice Report filed by institutional managers (13F-NTIA)
Continue with Saved Form (Stored on your computer)

[nexr [ e |

.5, Securities an

4. Complete the Filer Information, Cover, Signature and Summary pages

U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and

Retrieval
Form 13F

B Eeer e @wstwcnons G
— 13F-HR: Filer Information
OMB APPROVAL

o wer o6

(Ghanges ta company iformation may be marde hers)

§ fling subrmiied n paper formmat?

Submission Contact Information

| nName=

1
Phone ®
£ Mai Addres= "~

Notification Information

Noury via Fiting webs

Fives
Natfication will automatically bo sent 1o the Login GIIK. Submission Contact, and Primary Registrant. Specify additianal addresses
betaw
Notification E-mail Address:

5. Onthe Document Page, select Add Document, choose Attachments and select the XML document exported in
Excel.

Electronic Data Gathering, Analysis and Retrieval

Form 13F

fdseve Lo ([ sonar @msmﬂcnous
13F-HR: Attached Documents List

File Name*

OMB APPROVAL

OMB Number 3235-0006 Type Description

Add Document [l Deiets Document i Validate Document

r

Document Count: 0

Errors
Expres b
Estimated average
burden nours per 238
response

Attachment Selection and Upload

Filer Information

Choose Attachments
Cover Page

signature

Summary Page

Documents

\,%wnmm
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6. Click the box next to the File Name and choose Validate Document.

Electronic Data Gathering, Analysis and Retrieval

Form 13F

HSAVE l‘?lvmn umw @lusnmc]mus ‘,‘-mv
13F-HR: Attached Documents List
OMB APPROVAL

OMB Number 32350006 Elip e Type Description By
July 31 | INECRMA TION TAY

Expires

2 Document Count. 1
Estimaled average
purden hours per 238 Add Document i Delete Document Validate Document

response

i“$‘ PREVIOUS
Filer Information

Cover Page

Signature

summary Page

Documents

US. Securities an

7. If your document has no errors and you are ready to submit your live filing , click the Submit button.

8. If you would like to submit a test filing, select the test button on the Filer Information screen and click the Submit
button.

9. If you would like to save the form, select the save button. You will be able to save the form in a directory and
reopen it at a later time.

10. The file saves with the default name 13F_FILER.eis. To open it, you must select Continue with Saved form (Stored
on Your Computer) from the Type of Filing screen (See Step VI instruction 3 above).

Remember: Always check to make sure your submission was submitted as a live filing and that it was accepted. Assignment of an accession
number does not mean that EDGAR has accepted your submission.
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